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STATErMT OF THE PROBLEJi 



With a growing emphasis on community involvement in all segments 
of the Junior college^ advisory committees are becoming the important 
communications link that can provide a good two-way system of communica- 
tion and understanding between the college and community. 

Ihe concept of advisory committees is not new to education ^ Tiiey 
have been used successfully ly vocational educators for quite some time 
in detennining course offerings and course content related to occupa- 
tional curilculuGiSo As more and more school personnel bscome involved 
in working with community advisory committees it becomes apparent that 
there needs to be a basic understanding of advisory committees, how they 
work, and how school personnel works with them. 

A review of the literature on current practices in working with 
advisory ccxnoittees and interviewing school administrators responsible 
for advisory committees should provide the background information for 
the compilation of a handbook to aid school personnel in establishing 
and working with lay cooiiiittees. 

IMPORTANCE OF THE PROBLEM 

The impor*tant function of building programs that are based on 
real needs of the community is a task with which educators are continu- 
ally being ccuifrontedo .fore frequently than ever, educators are 
to establish a committee of lay advxsors to explore a new curriculum 
possibility, and too often this task must be approached without the 
assistance or guidance of a college policy or a handbook. 

A guide or handbook would be invaluable to a district in 
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eatab ll s hing standard practices in working with cc^nmunity groups* Confi- 
dence of the public is assured when roles are clearly defined a n d advisors 
know the part they play in the community coUegOo 

NEED FOR ADVISO^RT GOrfOTTEES 

As our rapidly changing society becomes more and more complex each 
year, leaders in government^ business^ industxy^ and education need 
advice in determining a course of action* In business and industiT^^ 
executives have available staffs of "eocperts” or "specialists*" These 
assistants or consultants, as they are sometimes called, are available to 
assist in formulating policies and procedures* This is also true in edu* 
cation* Often the administration has staffs of specialists to assist 
them in the administration of complex educational problems* 

Advisory service cannot only be provided through a professional 
staff, but also through "advisory conmitteesc " These committees are 
found at all levels of govemment; they are a part of almost all public 
institutions They function in education, religious institutions, and 
private institutions* Ifajny lai^e corporations have advisory boards made 
up of stockholders who are prominent in our society* 

The increasingly popular *%Aiite Hoise Conference," concerning 
particular topic of importance that requires solving problems, is an 
examid.e of the increased use of advisoiy coDarittees at the national level* 
Such conferences become a true citizens^ forum, qualified to represent 

W* King, Organisation and Effectiv e Ose of Advisory Oomnit- 
tees. Office of mucation, Ifaited States Department of Health, Education 
and ’’telfare, OE 81*009 (Washingtons Qovemment Rrlntiug Office, I960) 
p* li* 
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the citizens j make recommendations ^ and take positive action to solve a 
problem o 

Similar applications of citizens advisory committees are used in 
education, o These coznmittees are valuable in determining need for cur- 
riculum ciiange, evaluating t)ie educational program^ securing financial 
support^ or in many other problem situations that face educators « 

As the en^hasis on vocational edu«;ation increases at the federal 
level, an emphasis is also placed on the involvement of community advi- 
sors in the various fbderal acts designer/ to train or retrain people for 
emp3cymento 

the procedures manual for obtaining George- Barden Act funds 
states,^ "A list of educational advisozy committee members and their affi- 
liation shall be attachedo" The California State Department of Education 
Bulletin states s 

Local school authorities should seek advice and counsel from mana- 
gement and labor and government agencies through the use of local 
advisory committees » The purpose of such committees is to pr^ote 
efficient instruction tailored to the needs of the cooirunityo^ 

The utilization of advisory boards and committees are not limited to 

vocational educationo Johnson encourages the use in general educationo 

He statess 

o o e local advisory boards and ccssmittees are conmonly used by 
Galifomia Junior Colleges, chiefly in the development of vocational 



^California State Department of Education, Title III George- 
Barden Act» (ifcw to Obtaip. Approval for Assistance) o 

^California State Department cf Education, Procedures for Conduct- 
ing Rrograms Under The California ^an for Trade and Didustrial BAuc'ati^i 
Sacramentos Bulletin C-3, June 19^^o 



programs* C3.earily similar advisory groi:^ should be used far more 
widely in programs of general education 

This viewpoint is al^'o shared by Fields^ with the statements 

• • o community Junior colleges might well give serious thought 
to more vigorous utilization of lay groiq;>s in planning general educa* 
tlon offerings* The vitality^ reality, and vigor which lay commit** 
tees have introduced into technical offerings could well be utilized 
in programs emphasizing such goals as citizenship, community coopera- 
tion and aesthetic values*^ 

Fbre specifically, the controlling purpose of vocational education 
is to fit its graduates for useful enployment* It is necessaxy that 
vocational educators work closely with ccmnunily groiq>s concerned with 
bwiness, industry, and those providing employment* 

Training young people and adults for useful careers is a task to 
be shared by school and connunity* The Electronic Industries Association 
publication. Industry Advisory Groups* states: 

The schools must know what industry and industry's customers need 
and want* Industry should be able to draw its skilled personnel 
from loeiiL school systems* There must be two-way communications to 
maintain .a working relationship, and tiius, perform a real public 
service*® 

7 

Interviews with several Junior college vocational stiqpervieors* 



^B* Lamar Johnson, General E^cation in Actlona (Vlashington, D*C*: 
American Council on Education, 1952), p* 393* 

^Balph R* Fields, "The Program Defined and Bnplemented, " Fifty- 
fifth Taaibook of the National Society for the Studty of Qlucation, I^rt I 
(Chieagot The Ihiversity of Chicago Vreos 1956), p* l8l* 

^KLectronlc Industries AssociatioD, Industry Advisory (^ups» 
(publication on the organization, function and operation of EuMaoxy 
groups), ^actronie Ibdustries Association, 1721 DeSales Street, N*W*, 
Washington 6, D*C* 

^Personal interviews with: Paul Henry* Dlv* Chairman, Industrial 
Technology, Gerrltoa College; Or* Tad Elmgren, Coord* of Oidustrlal Ed*, 

EL Camino College; Charles B^th, Coord* of Industrial Ed«, Ht* San 
Antonio College; and Joseph James, Dlv* Chaiiman, FOUerton Junior Collage* 
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that have specific responsibilities for workii5g with adsdsory grcu|>3 
concurred that a properly funct.ioning acvisoiy ccTaimittee enables tlie 
college aciministration to develop programs of vocational education based 
on real needs of the community o Public confidence and improved training 
facilities can be secured when the counsel of responsible citizens is 
solicited » 



TYPES OF GOMTIITTEES 



A school advisory cocanittee may be defined as a group of persons 
oM/Slde the education profession chosen from the conmiunity, state> or 
nation advise educators regarding a school programo The advisory 
committee is usually a formally organized connrdttee appointed proper 
authority for a definite temo Advisory committees may be established 
on a national^ state^ regional^ or local levelo In some situations as 
informal or ad hoc comoittee is used by educators for special purposeso^ 

General Advisory Commlttaes o The ternm ^'general advisory commit- 
tee” may have different weanings in various sections of the ration® In 
trade and industrial education, ccanmittees serving in this edacity are 
sometimes called "departmental advisory conmittees, ” "citizens advisory 
ccmimittees, " or "representative advisory committees 

King states that a general advisory c<Mnmittee may bes^ 

j . k ■joiRmxtI'ee *.vo acvxif' ^ board for vooatlonal eduoati.on 

:'ji setting standards and in developing a vocational program 



'Sing, 5 £. Pc. 9 < 



'ibid, p.: 10. 
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to serve the needs of the state« 

A ccssnlttee to advise local school administrators in tlie deve- 
lopment of overall vocational program. 

3^ A coTanittee to advise local school officials concerning only 
the trade and industrial education programs* 

ko A committee to advise local school officials concerning the 
types of training needed for a specific industry. 

Usually > the "general advisory coninittee" or "industx^^ advisory 
committee" provides advi^'riiy services in derterraining objectives and broad 
policies rather than advise dealing with specific curriculum and the 
course content of programs* The committee advises school officials 
r^arding the e^hasis that should be given to the various types of edu- 
cational programs^ and during the earl^ stages of program planning it 
may help gain p\d>lic sipport, determine the for trained persons^ 

and lay out general curriculum guidelines * 

of l.ie schools contacted indicated that general advisojy com- 
mittees are made ip of representatives of the various craft or occipa- 
tlonal committees that serve as a "sounding board" or an overall 
vocational guidance board that can provide advisory service in determin- 
ing general policies pertaining to the operation of trade and industrial 
education programs and identify types of vocational programs needed in 
the community 

Craft w Occupational Advisory Committee . ihe term "craft" 
usually refers to a trade which requires primarily manipulative skills 
and may be entered either through apprenticeship or after ccsnpleting a 
program in the junior college . This type of program requires a committee 
that is primarily concerned with instruction in a specific trade or 

^^Fersonal interviews^ loc. cit* 
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craftj thus the name **Craft Advisory Conialttee” or "Occupational Advisory 
Conmittee" is usedo 

The occi^atlonal advisory comnittees meet more often than general 

advisory committees o Since their major concern is instruction^ they 

meet several times during the school year^ whereas the general advisory 

committee may only ceet during the early stages of curriculum planning^ 

11 

or once a yeart.*^ 

Ih multi-campus districts the occupational advisory committee 
could serve two or more colleges when programs are diq>licated« King 
points out^^ that the same conmittee can also serve apprenticeship^ the 
extension classes j as well as the pre-employment day classes. 

The supervisors of the schools interviewed indicated that the 
craft or occupational advisory committees were effective in determining 
specifics in curric*« 7 lum^ facilities design^ and equipment selection.^^ 

Joint Apprenticeship Joint apprenticeship ccmmlttees 

are usually organised hy the Bureau of Apprenticeship and Training, Uc So 
Department of Labor « or by State apprenticeship agencies o The conmittee 
may be m "in-plant" committee^ functioning only for the program within 
a particular plants or it may be an "area" committee serving apprentices 
of a designated area that usually corresponds to the jinlsdictional 
territory of the labor local concemed ,^^ Mbershlp is made up of equal 

^Kingi ojg^o cito f po 6o 

^^ Ibido 

^'^Parsonal interviews, loc o cite 

^King> opg cit oi po 1^0 
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representation frua labor and Banageneixb* Ihe cosBiittee is an acteinis- 
trative bo<i|sr vith its responsibility for deteminlng standards and "on 
the Job" work eaq>erience» In ':he U* S* Office of Bducatioii BiiOJLetin 
Noo 2$0 it states^ Ubint apprenticeship cnnittees are actually adminis* 
trative in nature on natters pertaining to ssprentlceship standardso 
Ihey are advisoxy only^ when being utilized by the schools* 

Local schools usually cooperate with labor and nanagenent in pro- 
viding related instruction siqjplenenting on-the*Jbb training for 
apprentices* It is generally recanwnded that a Joint apprenticeship 
condttee also serves as a craft advisozy ooBnittee; if the Joint 
apprenticeafaip coanittee is used as a school advisozy conittee, it 
should have the sane status and official recognition of other condttees* 
The utilization of a Joint s pprentlcediip coenittee as an advisozy con- 
nlttee for all training within the sane craft wakes possible a higher 
degree of coordination of all levels of training in the crmft*^ 

Rarsonal interviews regarding the practices of utilizing the Joint 
apprenticeship coenlttee as a craft advisozy conalttee by local Junior 
colleges revealed that this procedure is not being practiced* The super* 
visors indicated that in several cases individual aenibers serve on both 
coonittees* This practice allows ocwnunication between the eoanitteee 
and elininates confusion likely to arise in evaluation of preiqpprentice 
training after the student coopletes his program and makes application 

^^^dlliam Po loonisy et*al*j The Operation of a Local Progr a n of 
T^ade and Ladustrial Education* U* S* Deitartment of Health Education 
and Velf are> Yocaiionai biviid^ BiUetin No* 250* 

^King^ cito, po 16» 
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FGHCTIOKS OP COMICCrTEES 

Adnlnistrative authority for educaticxi is vssted in the State 
Board of BdUication and in local boards of education. Mvisoxy coonittees 
are organised to advise and counsel the school administrators and to make 
BvggeMjoDB and recooDendatioins for guidance of state and local boards. 
Their function is to provide closer cooperation and better understanding 
of e&eation in inlustiy^ the hoBe> and the school, idvisoxy coonittees 
provide the two-way aysteo of ccomunication between school and the eon- 
■unity whidi is essential to all educational programs. iHng defines the 
role of advisory coonittees by saying: 

An educational advisoiy coamdttee« either at the national^ state> 
or local levelj has no addidstrative or legislative authorily. The 
vacy name signifies its function^ idiether it is called boards co»* 
mission^ council^ or eoBnittee> its function is to give advice.^^ 

Advisory conraittees make an important contrlbutioii by advising the 
school administration as to cooounity needs. They help to determine and 
veriQr the training needs of the conounlty in both the pre-employment 
programs as well as the adult education type classes. They help the 
school maintain a curriculum and a level of practical instruction which 
will have real meaning to both youth and adults of the connsinily. 

The Electronic Industries Association publication on advisory com- 
mittees states^ **0tae of the chief values of an advisory committee is its 
responsibility to draw school people from their educational aimosphsre 

^^Pereonal interviews^ loc. dt. 

^®King, o|^. cit e, p. 9. 
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and expose than to public crlticiaa axul suggestiono”^^ 

A good vocational program will always be rec^tive to evaluation 
by a conmittee of advisors especially when there is a mutual respect by 
all individxaalso Without evaluaticm and criticism^ it would be difficult 
to keep abreast of industxy changes o Coanittees for trade and lr >du ^ fcvla1 
education play a predcmdnate role in setting vp the details of courses of 
stucijr for all shop or laboratozy esq)erience8 to be Incraded in a trainlzig 
progrsBo 

The function of the ooDmittee is not limited to curriculum 
couzve planning* The co m mittee should be involved in shop planning^ 
s^ection of students^ recruitment of teachi. « placement of students^ 
financial support^ legislation^ and public relations * Sadi of these 
areas are vital to a successful program and the involvement of Isy 
advisors in these areas can be the difference between a successful pro* 
gram and one without recognition and eventual failure*^^ 

ESTAfiLISHIlC ADVlSOiOr COHUTTEES 

The Boai^ of Education is the adminis^ative head of any school 
system but the superintendent of the district or designated staff members 
may assume responsibility for establishing advisozy ccmmittees* 

The personal interviews revealed that the responsibility for 
establidiing advisory committees is deligated to the coordinator or 
siq>ervi8oro Hs> in tum^ works in cooperation with the division or 

^^Electronic Industries Association Publication^ o£o cito t po 5«> 
^®King, 2^0 cito « pc Ho 
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departaflot head and the area instructors In «airiy^ reocoBMUoatijons to the 
Board of l^nistees for official ajppmnral* Hthoisgh the literature Indi- 
cates varied pa t te r ns for establ lahlng coanltteeSf thaor are essentially 
slnilar to the practices Of the schools omtacted* 

The A«T«A« pidili ation on advisory oomiittees concludes that no 

pd blic advisory cooDittee be established unJ.ess it has been approved by 

21 

proper anthority* School officials should detenaine idiether authorily 
exists for the i^ppointBmrt of tiie cosadttee* sn^esta that atdhority 
■ay be provided liy the foUndi^s^ 

1* The school lo&y be ireciuired liy state plan for vocational 
education to appoint advls^ ccanitteos. 

2« The state plan nay permit appointment of advisory comittees 
if nesded* 

3» The Board of Bducatlon may authorize the appoijitment of advi- 
sory oondttees* 

The appGnoval of the Bif^arlntendenb of schools and the Board of 
Education aho ifl. d be secured before any advisory ooamittee is organijced* 
Scho<A boards and school aJhd id strators scamtlmss fear advisory oca Baltt ees 
mill asme adsdnistratlva or lagialative authority which is the reapon- 
siMlity of the Board of Bducatlon* If a coanlttee is to funetdon 
properly, it most have the req>ect and eonUdence of the school 
adainlstration*^^ 

Seleetlon Baebers* Seeuriug coopetant people to serve on 

^^<3oBBdLttee on Bsseareh and Publicatlona Imsricin Ibeatlonal 
iaaociation, Vocational idviaory Owmdttees* 

^King, 0£. dt* * p* 20* 

I 
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adfisory coasaittses is an is^ortant and often a difficult probl^. The 
coanittee will not only advise the school hut will also serve as an 
o^rtunity for the school to do a selling job with the members of the 



conmittoe. Listed arc Is^rtant personal quaiificatioiis to be considexed 
in the selection of meoibsTs of advisoiy committees 

1» Intelligence^ social vis ion^ and leadership e^pexdence* 

2. Interest and wi llingne ss to work an the promotion of the 
program* 

3* Good character and integri'fy* 

ii* Civic mindedness and an unselfish spirit* Courage to eoq>ress 
their ideas and defend their convictions* 

5. Oisiiiterestedness* The more ambitious and aggressive people 
do not always make the best members* People interested in 
their own prestige may not act In 1*e best Interest of the 
ooBBunity * Radical^ prose to inject politics or pet ideas 
into discussion^ do not make good committee members* 

6» Biperience in the craft or occiqoation represented* It is not 
necessary or desi r able tiiat all mesibers be older persons 
with many years of work eoqperience* Young business execu- 
tives and craftsmen of proven ability and skill are more 
likely to work hard to assist the school than some older men 
idio have lost contact with young people* 

Klng^s "personal qualifications" for advisory consid.ttee membership 
are reinforced by those of the KLectronics Industries Association and the 
American Vocatlcmal Association which list these three criteria for 
selection*^^ 

1* Experience - Respect and confidence of their associates* It 
is not necessary nor desirable^ however^ that an raeinbers 
be older persons with many years of working es^qierience* 

2* Aiequate time — Ability to devote adequate time to committee 
work* 

3* Character - ^tstanding character > strong sense of respocsibi- 
lity and civlc- m l nde dness and willingness to cooperate* 

Qae of the junior college supervisors interviewed indicated Uiat 



p. 22. 

^^ELectronics Industries Association and American Tocatioial Asso- 
elation publications > o£* cit* 
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gLr&duates of the school’s trade azid industoial program are desirable com* 
mlttee monbers because ot their understanding of the program.^^ 

Ifanber IfenibeiTs* Seme factors that tend to affect the number 
of menbers on the adviisory committees are the size of the g: r;ool system, 
the geographic area served, and the type of program* The A*V*A* publi* 
cation recommends ten to fifteen members for general advisory committees, 
foul' to six members on craft or occupational comoittees, and nine to 
twelve menbers on vocational agriculture oommitteed*^^ suggests 

that since general advisory committees are primarily promoticmal it is 
advisable to have representation Aram as many organizations in the com* 
munity as possible* The suggested number is as many as twenty or thirty 
menbers and that craft or occupational advist^ oonmittees are usually 
more effective if they limit meDberehip from five to seven menbers and 
use ccnsultants as the need arises*^^ 

There iqppears to be a concensus in the literature and with the 
jnractices of the local Junior colleges that the comnittee he 

large enough to be representative of eemmunity but «n»an enough to 
permit active participation in the discussion of problems and the fomu* 
lation of reconmendations * 

At ^e time procedures are being established for selecting advisory 
committee msibers it is essential tnat a prceedure be established for 
revising committee membership* "New blood" is essential to any 

^^P'lSj^onal interviews, loc* eit* 

^^Amsrican Vocational Association, o|^* cit^, p<> 11* 

^®KlDg, og^o cit ., p- 23* 
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crganisatloDe At the sane tlne^ there are advantages In continuity^ par- 
ticularly If the memb.^ 3 have shown a real, interest in the work of the 
conmlttee and have made effective contributions* 

King suggests several practices for replacement 

lo Rotation of one-third of the conmlttee each year^ thus each 
nmnber serves three years which provides the necesLary con- 
tinuity in the operation of the comnitteeo 
cu Provide for only one year appointments with provisions for 
re-appointment o 

The AoV*Ao publlcati(^ agrees that membership should be a '^rotating mem- 
bership^** and 'Uiat above ally committees should not become self-perpetu- 
ating through the custom of appointing successors for departing members o 
However* a valuable contributor can be re-appointed o 30 

The practices of the colleges interviewed appear to agree with the 
suggested practices of selecting and rotatiag members « All three of the 
institutions followed the practice of one year appointments with provi- 
sions for re-^ppointciento It was emphasized by one supervisor that it 
was essential that there be a clear understanding on the part of a 11 
concerned of the committees* roleo A statement of function of the coo- 
mittee with an snjdiasis on the coimittees* role as being advisory And 
that the administrator has the policy mairir^ responsibilityo If the 
committee is penaitted to believe that it has policymaking reaponsiJbill- 
ties, a satisfactozy relationship is not likely to be acnievedo An 
advisory c<msaittee is not a board of directors and not be permitted 

^ ^Ibld, po 26o 

30Araeilcan Vocational Association, cit», po 12*, 
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to think of itself as one.^^ 

OPERATIC^ OF AN ADVISORY COfWTTEE: 

Optlnum benefits naor be derived frooi the use of advisozy cQznmittees 
only when committees are organized <m & sound basis* There appears to be 
no special pattern to follow. The techniques of course vary from school 
to school^ due to local conditions. However^ there are some basic tech* 
niques that have proved successful which will serve as guides to adminis* 
trators of vocational programs. 

The re does not appear to be a concensus of agreen^t regarding the 
number of meetings that should be heldj but Ihere is agreement that the 
committee that meets only once or twice a year will have a greater diffi- 
culty in achieving a climate that could produce maximum effectiveness as 
eoiupared to an active ccamittee that is actively involved In the solu- 
tions to problems. 

The patterns ^pear to be equally divided in regard to the selec- 
tion of a chaiman for the committee* The A.V.A. publication suggests 
that either the school r^resentative serve as e hainna in or a leyman 
appointed from the ranks of the committee. If the committee is made ^ 
of employer and employee groiqps^ a plan should include alternating the 
chaixnanship beftween the two groiq>s. 

The practices not only vazy between colleges regarding the selec- 
tion of chairman^ but they vazy within 'tiie individual committees within 
the college. There appears to be advantages as well as disadvantages to 
each of the practices of appointing a chainoan either from the ccamittee 



’^Personal inter^ews^ loc. cit. 
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or having the achool rqpresenbative serve in this capacity* Since the 
chief duty of a chaimian is presiding at all meetings of the committee^ 
it is essential that there be a close working relationship between the 
school r^resentative and the ley chaizman r^arding ag^via preparation^ 
meeting dates^ etc* This practice requires a great deal of the lay 
chaiznan*3 time and is often the reason for a comsittee that functions 
poorly* If a person serves as chairman^ it is essential that extreme 
care be exercised in w.zidng with the committee to avoid any feeling of 
control or domination of the coonittee* 

The secretazy is sometimes elected by the coonittee £raia its 
membership^ but it is generally recommended that a representative of the 
school serve as secretazy to the conmittee^ since there is a great 
of routing^ time consuming work to be done by the secretazy* Host 
members of the conmittes would not be able to devote the necessazy time 
to the job* Two of the schools interviewed had '^e IKLvision secretazy 
attend the adsdsozy committee meetings to take notes and write the 
minutes* Th i s spears to be an excellent way of handling the secretarial 
respo n si b il i ties if the number of coonittees functioning within a school 
is limited* in a large system meetings are being held at vazious hours 
w a king it difficult at times for a secretary to be availahle*^^ 

It is a Bph asised in several publications that the minutes should 
be written as soon after the meeting as possible and distributed to the 
oonmittee laembers and copies forwarded to the siq>erintendent and to the 
Board of Biucation* If action is required by the school^ a foHow-iq> is 
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essential to notify the comoittee of the action taken. If the action 
taken is contraiy to the coosBittee's recomnesulation^ this should be 
clearly eoq[>lained so the comnittee fully understands the reason. 

GENERAL FREGAUTIONS 



Much of the literature published concerning advisory conuBittees 
emphasizes precautions in working with lay committees. Listed is a con- 
posite of the precautions^ the conBoents of the administrators consulted^ 
and the author's experience. 

1* Do not initiate programs without consulting with an advisory 
coranittee. 

2. Do not take action within the realm of the designated functions 

of the advisory comaittee without first consulting the 
committee. 

3. Do not start production projects in the instruc^bnal program 

before conferring with the committee.* ‘ 

li. Do not pemdt committees to become administrative in their 
functions. 

5« Do not enter into labor-management controversies. 

6. Do not "load** the committee with known siQq[>orter8 of the 
school program. 

7* Do not pOTnit committees to advise on matters in which indivi- 
dual members may profit. 

8. Do not fail to ke^ members informed or conceal facts pertain- 
ing to the program from the commit’tee. 

9* Do not peimit committees to employ teachers. 

10. Do not fail to respect the commlttee^s time. 

11. Do not ignore the committee's recoipenidations. 

12. Do not fall to provide the administrative support needed by 

the conBoittee. ^ 

The suggestions and procedures indLuded in this ppper may vaxy 
depending on the local contU.tions 'ttiat eodLst and the personnel assigned 
to the rssponsildlity of working with advisory committees. 

Part II^ of this p 2 per« is a digest of the findings put into the 
form of a handbook for schools that have functioning advisory committees^ 
but are operating without benefit of a guide or policy manual. Again> 
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the author enphasises the statement that the suggested handbook is to 
serve as a guide for developing a *»tailor made" publication that meets 
the specific distrlct*s needs. 



AOTISORr COI«TTEE HANDBOOK 



The Organization and Ifee of Advisoiy Coimnittees 
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lifflAT IS AN AWISOHY COIOTTEE 



An advisory committee is composed of a group of citizens, usually 
selected to represent a specific occupational area. The menbers are 
persons with a strong sense of responsibility and civic ndndedness, 
appointed Xxy the Board of Trustees, with the responsibility of advisinz 
the college staff, administration, and Board of Trustees on matters ^ 
educational concern . 



THE FJNCTION OF AN AOTISORT COTOTTEE 



Advisoiy connittees lend assistance to educational authorities in 
the development of occupational education prograos that are based on the 
real needs of the area and that will prepare st’idents for useful and pro- 
ductive lives. 

Such committees are ertremely important in the development of a two- 
way astern of understanding and canmunication between the school and the 
community. ITie confidence of the public is secured when the experience 
and counsel of responsible citizens are solicited and dcted upon hr the 
schools. 

Advisoiy coanittees form a nucleus for wide spread community con— 
tactss they assist the school in gathering facts regarding area needs 
perta ining to occupational education. Such conmittees are important in 
disseminating information concerning the educational program to the con— 
m unit y, thus securing greater community cooperation and support. These 
conmittees act in an advisoiy capacity (uily. flesponsibility for decision 
and action rests with the Board of Trustees, Superintendent, an d staff 
to whom responsibility for administration has been delegated. 



TYPES QP GO fOTTEES 



General Advisor?f Committee 

A general advisoiy conmittee usually serves several related areas 
of insteuction or can serve the total vocational program. This committee 
can be made op of representative mendbers of occupational committees and/ 
cr lay citizens, rrpresenting the general community, to provide repre- 
sentation of all segments of the community. They provide advisory 
service to the local school administration in the development of the 
overall itocational program of the college. 




Occupational Advisory C^«w»ittee 
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An occupational advisory cammittec serves a specific occupational 
area giving advice pertaining to the detendning of objectives aid 
planning details in the instructional program for a specific craft or 
occupation. 

Point Apprenticeship Committee 

Joint Apprenticeship CcCTdttees develop and administer apprentice 
training programs for a specific craft. They naintain apprenticeship 
standax^ and coordinate "on the Job" training of apprentices advise 
the collie on matters related to the suppl&nentary instruction of 
apprentices. 



ESTAHLISHIII} AN ADiTISORr CO^fUTTEE 

Advisory connittees are established in instructional areas vhere 
the advice and support of business and industry representation is neces- 
sary to maintain an adequate program. 

Selecting Comnittee )<qwher8 

Securing competent people to serve on advisory committees is an 
irQ)ortant and sonstimss difficult problem. lAien selecting monbers it 
is iiflportant to keep clearly in mind the purposes to be served and the 
type of assistance needed in planning and evaluating the program. Uie 
foUoHing should be kept in mind in selecting ft ntnm-j ^ 

1. Adequate time. Considerable time m?y be necessary. Select a 
person that can devote suffi.cient tine and enthusiasm in order 
to contribute to the program. 

2* Rapresentative of the Gommunity. Consider the more represen- 
tative businesses or industries as well as the geographic 
division of the area served ty the college. 

3o Bspresentative of the Graft or Occupation. The eaq>loyer repre- 
sentotives should be selected from highly respected businesses 
or industries. They may be owners, managers, or from the pro- 
fessions. The employee representatives should be 
c***^®*®! who are respected by their co-workers arid are active 
in ‘Uieir trade. If organized labor is part of the occupation, 
it is essential that there is repres^tation on the committee. 

Nimber of ffenbers. 

General Advisory Committees usually have between fifteen to thirty 
meobers, thus providing a good representation of all segments of ^le 
community. Occiq>ational Advisozy Committees function most effectively 
with five to nine m&dDers. 
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Term of Office 

Mrieory conmi'ttee appointments are made for one year terms with 
the option of re-appointment the following yearo It is a good practice 
to replace one-third of the ccmmittee each years New members bring in 
new ideas without disturbing the needed continuity trithin the coomittee* 
Regardless of the plan of rotation^ comnittees should not be permitted 
to become self perpetuating by nawring their successors* 

Procedures 



1* lh^ 08 pecti.Ye comwlttee members can be recommended by teaching 
faculty^> division chaiznan^ or the coordinator* 

2* The Division Chairman contacts the prospective committee mem- 
bers to determine their willingness to serve on a committee* 

The list of recommended members is submitted to the adiinis- 
tration for approval* The list must includes name; title or 
K)sition; oceiq>ation> business^ or profession; business address 
and mailing address; and tel^hone number* 

3* The c h ie f administrator subscLts lists of reconmended advisory 
cunmlttees to the Board of trustees for approval* 

U» Offic i a l letters sre sent to all committee members notifying 
them of their appointment* It is desirable to eiq>hasize the 
isportance of the committee appointmoit and express sincere 
appreciation* 

5o At the end of the school ysar a Istter and certificate of ^pre- 
ciati.on is sent to all committee msidiers* 



EFFECTIVE USE OF ADVISORT COMMITTEES 



The school representative should make certain that the committee 
understands clearly its advisory function^ since mucdi of the conmittee's 
future effectiveness will depend upon the committee's understanding of 
the committee* 

Advisory committee meetings should be well-planned^ so that ths 
number of meetings can be held to a minimum and ^e time of the committea 
menbers conserved as much as possible* Advance planning^ however^ should 
be understood by the committee and not be such as to suggest that com- 
mittee meetings are ti^tly controlled by the school* Committes weefc jTigf * 
should be s<dieduled only when there is sj^nificant business to be trans- 
acted* It is up to the school representative to plan the committee meet- 
ings> but it is important that such planning reflect the wishes and inter- 
ests of the committee* The agenda should provide for complete discussion 
of all appropriate problems^ since it is only in such an ^vironment of 
constructive discussion that many menbers of the committee to 
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fully uxidorst^d t»h© school progrsiiio An^>le nctlcss should be given for 
each meeting^ and the agenda should be mailed to each menber in advance 
to allow them to have an opportunity to gather information and prepare 
themselves to discuss the agenda intelligently. Ifeetix^s should be 
sufficiently frequent to avoid too long an agenda. Vliere there is 
sufficient business of a continuing nature> it is advisable to estab-^ 
liah a regular calendar of meetings. The room should be comfortable, 
free of interruptions and equipped with a conference table, comfortable 
chairs, and a blackboard or chart paper. 



HESPCfflSIBILiriES OF SCHOOL REPRESEJiTATITE 

The representative of Idle school usually serves in one of three 
ciqiacities, or a combination of these. He may act as secretary for the 
coumlttee; he may serve in a general consultative capacity, or he ws^ be 
designated as chaixman. It is ljiqx>rtant to note that in any event, he 
is considered an ex-officio member of the conmdttee. He is present to 
seek advice, not to give it. 

Routine duties assigned to the school representative Includes 

1. Freparing an agenda. 

2. notifying menbers of time and place of meeting. 

j« Arra n g ing for meeting place and pax^dng permits. 

ii. I fek i ng arrangemsnts for lunch, dinner, or light refreshments, 
if necessaxy. 

l^oviding statistical or descx^tive infozmation about the 
educational program. 

6. Kseping minutes of all meetings. 

7* M a iling minutes to all concerned as soon after the meeting as 
possible. 

(kie of the most iinportant duties of the school representative is 
the preparation of the agenda for each meeting. As the educator who ia 
seeking the assistance of persons experiences in a particular occupational 
field, it is his responsibili'^ to state the problems involved in the 
educational, program and present them to the advisory committee for dis- 
cussion and reccMaae nd a tion So However, the topics discussed at Bieetings 
should not be confined to those propo^ by ^e educator. It is Impor- 
tant that he consult with the chaiznan (or other menhers of the commit- 
tee) in order to discover what the laymen believe to be the weakness 
in 'Uie program and to get new, original ideas for inprovements and 
additions. 




The achievements of the committee will be in direct relations to the 
demands made on them by the schools Consequently^ it becomes the res- 
ponsibility of the school repre»>entative to obtain the maarimiiin benefits 
from committee members* 
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Ihe conduct of the committee meetings should be sufficiently formal 
to maintain the feeling of importance of the task at hand^ but too rigid 
a set of rules may tend to stifle the activities and initiative of the 
group and result in a conBiiittee that exists on paper^ but does not 
function for most effective organization. The chairman and vice-chainnan 
should be selected by Uie committee. If a member of the committee is 
selected as chairman^ it is essential that the chairman work closely with 
the school representative at all times. The preparation of the agenda^ 
approval of adnuteSy etc. will require a close working relationship with 
the college. Generally^ the advisory committee members are limited in 
"ttie time available and it is more efficient to have the school represen- 
tative serve as chairman. If secretarial assistance is available, the 
proceedings can be recorded more efficiently, tiius allowing to 
participate Areely. 

In order of ousixiese, which is to be acted upon, must be presented 
to the couinittee in the form of a motion, k motion, when moved, seconded, 
and carried, becomes a decision of the comlttee. Therefore, it is 
Important and essential ^at minutes of the businese discussed at each 
meetix^ be recorded. Such records should set forth all motions regularly 
made and carried on all resolutions and action of the comnittee. Copies 
of official minutes should be promptly sent to all committee members, 
and the President to be forwarded to the Board of Trustees. 



FQLLCW-IP ON CO:-WITTEE MEETINGS 



When tile camraittees actions have been accepted by the school adminis- 
tration and action taken, the committee members should be so infoxned 
and they should receive follow-up reports on tiie effectiveness of their 
rec oBi e n d e d (dianges or additions. They should also be advised «hf* p a nd 
why their proposals cannot be accepted by the sdiool. The advisoxy ocn- 
mlttee is a source of public advice and may also be a source of lay 
criticism. When comnittee members have been wisely chosen such criticism 
usually will be based on presumed shortcomings of the education program. 
Ihe judgments of comnittee m^idbers should represent sound community 
thinking and the suggestions for improvenents that result from con^ttee 
action should be adopted wherever possible. Only through close coopera- 
tion with the comnunity can we hope to develop and conduct a practical 
and realistic program of occi:patiQnal education, which will fit both 
youth and adults for useful productive lives. 
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